English as a Second Language:
Business Communication Skills: Basic
(SAID: 53500)

Conducted in English

DATE/TIME:

31 March — 1 April 2015 (8:30 — 16:00)

COST:

¥27867 per person based on 15 attendees.
**Actual cost to be prorated and based on actual number of attendees.

NOMINATION
DEADLINE:

27 February 2015

DESCRIPTION:

e Become confident in giving introductions, explaining your organization and
job, and starting and carrying on a conversation
o Become confident with telephone handling.
Dayl Day2
Topic 1: Introduction Review of Day 1
+ Introducing yourself and someone else Topic 6: Thinking time and turn-taking
* Welcoming a visitor * Well, I mean, Actually, etc.
» Making a small talk Topic 7: Telephoning 1
Topic 2: Your Organization and Job * The alphabet
+ Organization profile * Giving a name and email address
+ Explaining your job + Saying numbers, etc.
Topic 3: Initiatives Topic 8: Telephoning 2
+ Starting and ending a conversation with * Leaving a message
someone you know » Taking and checking a message
Topic 4: Showing interest + Checking facts and figures
* “Echoing” » Comprehensive role plays
» Asking questions
* Making a personal response
Topic 5: Making a personal comment
 Apparently, Actually, To be honest, etc.

TARGET
AUDIENCE:

A employee whose primary language is not English. Target LD level: 0-1

ENROLLMENT

Minimum: 15, Maximum: 25 **The class will be cancelled or postponed if we
do not have 15 people on the deadline date.

VENDOR:

Temple Educational Support Services, Ltd.
4-1-27, Mita, Minato-ku, Tokyo 108-0073
TEL: 03-5441-9810

LOCATION:

Building A20, Classroom 205 Yokosuka Naval Base

POC:

RWD, HRO, Commander Navy Region Japan at 243-7328

NOMINATION
PROCEDURES:

You must have supervisory authority first.

To confirm your seat, you MUST submit a completed SF-182 form to RWD by
the deadline date.

To reserve a seat prior to nomination deadline, email rwd-student-
services@fe.navy.mil or call DSN 243-7328. If SF-182 form is not received by
the deadline date, your reservation will be cancelled.

PAYMENT
METHODS:

Submit SF-182 with LOA (Line of Accounting) to CNRJ RWD NLT COB the
deadline date. For multiple entries, attach a list of nominees.

NOTE:

o Cancellations after the nomination deadline date are liable for payment.
e For SF-182, Training Type Code is (01) and Sub Type Code is (13).

o No PII information should be provided (SSN, Date of birth, etc).

o Only legal names should be provided on SF-182 forms (no nick names).
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Temple Educational Support Services, Ltd.
4-1-27, Mita, Minato-ku, Tokyo 108-0073
TEL: 03-5441-9810

Ms. Fumiko Ichige

e-mail: fumiko.ichige@tuj.temple.edu
(Insert in SF182, Section B, Block 1a)
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